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Adding a Dependent 

 
 Veterans in receipt of compensation who would like to add the following types of 

dependents can be processed under the following Customer Relationship 
Management Unified Desktop Optimization (CRM/UD-O) procedures: 

• Spouse 
• Minor biological child 
• Minor stepchild 

 Veteran is rated 30% or more 
 Dependent is not currently on the award 
 
After completing the search and ID proofing for the Veteran inquirer, review the 
Veteran Profile tab to verify the dependent is not already on the award: 
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Dependents on the Veteran’s award are located in the Dependents tab: 
 

 
 
 
If the dependent is not listed on the Veteran’s award, click on the Interaction & 
Request tab to initiate an interaction. Select Dependent Maintenance, select 
dependent Sub Type, and select Create Request:  
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The Notice of Action (NOA) statement must be read to the inquirer and populates 
before a dependent can be added. Read the NOA statement and click Confirm: 
 

 
 
 
The Dep. Main. tab will open and display the Dep. Maintenance and Dep. Main List. 
Dep. Main List tab shows a list of actions associated with the Veteran: 
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The Marital Status field is mandatory and must be filled in, even if a Spouse is not 
being added at point of call.  Select the correct marital status from the popup 
menu: 
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To add a new dependent, click on the plus (+) New Dependent button.  
 

 
 
 
A New Dependent window will open.  Fill all mandatory fields (*asterisk). 
 

 
 
If the Veteran’s current spouse does not have a previous spouse: 

• Click save and close at the top of the tab 
 

If the Veteran’s current spouse has a previous spouse/s: 
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• Enter the # of times the spouse has been married 
• Click save in the bottom right to populate Spouse Marital History grid 
• Click + New Spouse Marital History 

 
 
The new dependent will be listed in the Dependents list as Add.  Select the next 
page if the added dependent is not located on the first page: 
 

 
 
 
 
To add marital history for the newly added spouse, Right-click to select Refresh List 
or press F5 on keyboard in the Marital Information tab:  
 

 
 
The current spouse’s previous marital history will be entered by using Quick Create: 
Spouse Marital History 
 
 
 
 
 
 
 
 
 
 
 
 



Request to Add or Remove Dependent 
Job Aid 

 

 
Add Dependent 
OFO-NCC 
September 2021 

 
 

 
 

One previous marriage: 
• Enter previous marriage information 
• Click Save and Close 

 
Multiple previous marriages: 

• Enter 1st previous marriage information 
• Click the drop-down arrow 
• Click Save & Create New 
• Enter additional previous marriage information 
• Click Save and Close 

 
 
The current spouse’s previous marital history information will display in the Spouse 
Details grid 

• If all information is correct- Save and Close 
 
Note: data can be edited by double clicking the appropriate line item 
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To add the Veteran’s previous marital history: 

• Repeat + New Dependent steps 
• In Spouse Details, select Previous 
• Fill in additional Date and Place Terminated fields 
• Click Save and Close 
• Repeat for each of the Veteran’s previous marriages 

 

 
 
 
Once all additions are completed (full martial history, remove spouse and/or, add 
minor or school age child), click Next.  
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Review the data on the summary page for accuracy.  
 
Note: SSN is required for a current spouse only.  
 
 
 

 
 
 
 
 
If the addition was successful, the message below will appear. 
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Reminder: If a note did not populate in CRM/UD-O, a required note must be 
entered indicating a dependent was added (i.e. Added Spouse for Joe Veteran) 
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Removing a Dependent 
 
After completing the search and ID proofing for the Veteran inquirer, review the 
Veteran Profile tab to verify the dependent is on the award.  
 

 
 
Dependents on the Veteran’s award are located in the Dependents tab: 
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If the dependent is listed on the Veteran’s award, click on the Interaction & 
Request tab to initiate an interaction. Select Dependent Maintenance, select 
Remove Dependents for the Sub Type, and select Create Request:  
 
The Notice of Action (NOA) statement must be read to the inquirer and populates 
before a dependent can be removed. Once the statement has been read, click 
Confirm. 
 

 
 
The Dep. Main. tab will open and display the Dep. Maintenance and Dep. Main List. 
Dep. Main List tab shows a list of actions associated with the Veteran: 
 
Spouses can be removed due to death or divorce if “Award Ind” is Y 

• Complete sections in number order 
• Choose appropriate Marital Status and enter Times Married 
• Double click the spouse 
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Enter Marriage Information 
 

 
 

Enter termination or death information 
 

 
 
Save and close 
 
Click Next 
 
Review the data on the summary page for accuracy 
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